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/ This collection of . instruct ions and forms was V 
developed at the Department of Education of^Su^folk University 
(Massachusetts) to assist students, cooperating school * 
'administrators, and university supervisors in planning, executing, 
and evaluating practicums in educational administration. The^packet * 
includes a' description of the regulations governing a practicuni x in , 
administration and th^ necessary elements- to be included in proposals 
fbr practicufns . The , specif ic competencies required' J by the. 
Massachusetts Boar l d of Education for administrator certification are 
shown as they apply to the un i vers i ty ' s supervi sor-di rector training 
program and the school principal train ing' program. The guidelines for 
cooperating administrators in practicups are emphasized, including 
the roi-e-of the cooperating administrators© and the competencies 
expected of the trainee. Evaluation * formsXf or practicums in both 
programs are designed for a trainee's ^^revaluation and f or 'the 
student's evaluation by the university supervisor and the cooperating 
administrator. The author invites suggestions and emendations from 
readers. (JW) 
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The attached instructions and forms have been developed to assist 

/ ■ x ■ ■ ■ . ■ - 

students, cooperating practitioners and university supervisors in 

planning,, organizing, supervising and evaluating practica in educa 

# v_ 

tional administration. We would appreciate suggestions from users 

with' regard to additions, emendations and clarifications for futu 

\ ' • ** 

editions . , c * c » 

v Joseph M. McCarthy, Ph\D. 

* - Director ' ^ 

\ ' * L^ad£rship. Programs 

N ' r ' September, 1982 V 
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School TL&nifiistrafors 




<77n educational administrator's professional behaviour musC conform to an ethicar ' 
' Xm ^** code. 'The code must be idealistic ~and at the sanr\e time practical, so that it can 
apply reasonably^© all educational Nac/ministrators. The administrator acknowledges 
„ that the' schools oblong to the public they serve for the purpose of providing educa- 
tional opportunities to ail. However? the administrator assjjrftes responsibility* for 
providing professional leadership in the school and community. This responsibility 
requires the administrator to mainfeirv standards of exemplary professional conduct. ■ 
• Jt must'be' recognized thkt the administrator'3 actions Jvill be viewe^and appraised | ' 
by the community, professional associates, and students. To th,ese ends, the adminjs- ^ 
trator* subscribes tq the following statements^ standards. x . 

- The educational administrator: \ * ' 

• ■ V ' ^ _ 1 

±1 Makes thQ. well-being of students the fundamental value of all decision making 
and actions. i v \ • /u 

O ' Fulfills professional responsibilities with honesty and integrity. 

' J. . . 

~ • v \? " 

Supports the principle of dlxe process and protects the civil and human rights bf 
^ all individuals. * . N v ^ 

^ Obeys local, state, and national laws and .does not knowingly join or support 

organizations that advocate, directly or indirectly, the overthrow of the goverfo- ' . 
/ ment. , " ^ ' ^ - - * * \~ \ 

3> I^sglements the governing board* of^ education's policies and- administrative 
rules' and regulations. • ' ^ 

£ Pursues appropriate measures to c6trect those laws, policies, and regulations 
that, are not consistent with sound educational goals. 

y Avoids using ^positions for persa^aly^ain through political, social, religious, 
: economic, or other influence.. m % 

. g Accepts academic degrees or professional certification only from duly accredited 
institutions. ( ^ - ' " 

Maintains the standards and seeks to improve the effectiveness of the profession 
through research arid continuing professional development. 



JQ Honors all contracts until fulfillment or release. 
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Approved by AASA Executive Conjmujyre, September. W76 
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SUFFOLK UNIVERSITY - 
Department Qf Education * . 

3 3 - . ' i . ( 

INSTRUCTIONS FOR ,E?RACTICUM IN ADMINISTRATION • ■ ' ' <■ 1 

The.PractiQum in Administration is a phase of professional, preparation* ifi 
which a' student nearing a* completion of his/her- orogram does field "work 
under the supervisi" , of a* /cooperating practicing" administrator and a 
University supervisor so as to develop O co f mpe£ence in carrying out adminis- 
trative responsibilities and putting into practice knowledge and skills 
acquired in 'the coursework in the program. 

The following regulations govern the Practicum in Administration: 

• ^ . > ' ' ^ 

1. The Practicum in Administration is the culminating experience for 
studqn£siin- administrative education programs. In -the ordinary 
co@s'e oFNavents, m therefore, a ^tudent ought to have completed a.t 
least eight courses in the program, including* stipulated pre- 
prac;ticum courses, and- Have no unmatched grades of "t"? prior, to ■ 
beginning th£ praot;Lc^m. , , ^ • * 

2. The individual student is responsibFe for arranging the details of 
his/her practicum in the* course, Education 8.70, Field Experience A >"*• 
and having it approved ^ jointly^ by the Cooperating administrator and ] 
the Unxjersit^i supervisor at a joint ^proposal* hearing, studerfts may 

^not begin the actual work of th<4 practicum. until their, proposal has 
'such approval. t ^ v \ \ / 
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The five stages "in the development) of , a practicum are: * 

submission of a "formaf - proposal ; / /■ 

meeting of the r student, cooperating administrator (s) ' 
. ■ and^ a faculty committee to approve the proposal; 

c. submission^ of a summary of agreements/modifications J 
, reached at the above '""meeting; . 

v action phase^ including ongoing supervision by , the 1 ^ 

cooperating administrator (s) and field observation iy ' s 

the designatiefl . Unive rsity supervisor; ,_;_„; ^_ 

~siD5mssion of studeat's final report to cooperating m ^ 
t J y administrator (s) and university supervisor; 

f . final meeting qf student., cooperating administrator (s) ~ 
r -and uriiversi-ty supervisor for summative. evaluation and 

- -grading. x . ' ^ £ , x 
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Students seeking approval for a practicum proposal .must submit 
the written proposal in triplicate 'to {Professor McCarthy and 
,&re then responsible for arranging to bring together the cooperating 
administrator (s) and a faculty committee for the proposal hearing. 

The completed-' proposal rgp<gt specify the competencies to be addressed 
in, the practicum (from 'the 1979 edition of the ^Massachusetts Board of 
Education's Regulations for the Certification of Educational Personnel , 
Section 7.04 (47). or. (48) as attached), specific duties to be assumed, 
and tasJ^s to be undertaken, the time frame, the lines of responsibility, 



the expected^ outcomes, i and special factors to be noted in evaluation. 
A copy of the proposal" format is attached-, as well as .copies of -for- 
mative* and summativfe evaluation, form:.*. 



Students must undertake >suitable administrative. .responsibilites in .the 
role and at the' level o'f the certificate sought within their own system 
or institution or within a different .system or institution, under the 
1 : direction of a competent and appropriate cooperating administrator. 

[ / 

The cooperating administrator must hold or be specifier lly exempt ftfom 
holding the appropriate- administrative certification and must be or 
9 -have onqe been tenureci. f Great care 'ought, to be e^ercis^d- in the choice 
and briefing of the cooperating administrator. " 

A' minimum off 150 clock hours- (h time for 1 semester or h time for the 

academic year) must. Tbe -devoted -to the action phas£ of "the practicum, 
^not including' time spent in generating reports. The student must tajce 
"on clear administrative d^utie*s for at least half that .time, and full 

responsibilities of the role for a substantial period. J The student -is 
4 responsible for -keeping' a detailed-' logVof his/her task£ and the time 

devoted to them. S 

V ' ' 

Completion of the practicum entails submission of a detailed, report £n 

triplicate.- This report must discuss the achievement of "the stated - . 

competencies /.analyze critical inbidents which arose, and review the 
\fentire administration of the project critically. A copy of" the final 
^report format is attached. A ^ , 

V. ■ »- ft a • 

At grade of B or better is .required for successful completion, of the . 
/student *,s 'program. ^ x 

, The university supervisor will be responsible for grading the 
practicum after reaching agreement on "the grade with the cooperating 
administrator^^ the basiiS of the formativfe evaluations, study of 
the student's log , and final report. Disagreement of the^niversity 
supervisor and cooperating administrator on J:he final evaluation will 
be Resolved by a third, person chosen 'by tiheml^ 

- \ • — * * . • • ' 
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Suffolk University" 
practicum! IN ADMINISTRATION 
PROPOSAL INSTRUCTIONS 



Lifted below ara\the general guidelines to be used in developing proposals 
foe the Practtcim^in .Administration. Proposals^ should* include each 'item - 
listed below. WhTle they -.-should be concise, proposals may be of any length.' 

1. Personal Needs to be Addressed , . / 

^ * ■, v " ■ — * - * ' •< ' / ' 

The propos.al must address specific knowledge, skilNLs and attitudes 

which will be^ of demon^tratable us$ to the individual fin) the 

administrative^ role at which he/she aims.* The practicum" must 5 be 

structured to include exercise of the qorrfce^tencies listed in.the'1979 

^di^ion of the Massachusetts Board of Education ' s> Regulations for, the J> 

Certification of Educational Personnel , SecuiorW . 04 (47) or (48) as *'*>■' ' 

appropriate. ( With the *a$sistance . of the University Supervisor, the 

I student wijLl pon'duct a self-evaluation to determine the measure in' 

> wheih thffe exercise -of each competency mo^t. b£ stressed -in the practicui 

This section will* summarize /that -self -assessment . . • ■ 

• "<;.*» • ' * 

/ x r 

2. Statement of Objectives 

• -» . & * 1 

Specific and - welt -defined- objectives should flow directly from the needs * 
analysis. i^PK particular competency may require only one objective or 
^several differ en t^pb jec.tiveS . Each objective should describe' the [ 
/ anticipated^ outconfe^ if -the objective is" spccessfully^achie-ved , this 

outcome to, be stated in achievement! of behavioral terms. ^.EachT objective 
should be -realistic and achievable, not -overstated or too broad in scope.' 

3.,' Practicum Activities ' • 
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After the objectives ar.e . formulated, g program of activities-should*Be" 

--->cte signed to achieve the objectives. These activities must- incTude a ., 

* ^ oad and representative variety of tasks typical of .thfe supervisor/ 
director or principal role. The* student must take on clear administrative' 
duties for at least one-half of the time and the full responsibilities of 
the -role for a substantial period, and the proposal must state , clearly how 
tfris is to be done. If the practicum involves multiple assignments, 
more than half the practicum must be spent in one assignments' The 

^ proposal m6st state clearly the level on which ' certification will be 
sought, and the activities of s the. practicum must be relevant' to that" 
level. > 

Project Management • ^ ' ' 

'I ' 

Proposals must describe the lines of responsibility for project management 
and indicate what provisions have^been made to ' insure sufficient timfe for 
adequate management of the project. Lines of authority and responsibility 
for all personnel should be specified. "Qualifications and role descriptions 
should be included for all management, .teaching and consultant personnel. 



This section must explicitly certify that the cooperating administrator 
holds,, or is specifically exempt • from holding an (appropriate certificate'*" 
and is or has once been tenured. 

.« ■ 

Evaluation Design 

1 > ) 

The prapticum will, be evaluated- jointly by the university supervisor and 
the 'cooperating administrator with the a,ssistan*ce of input from the 
student. Th,e ,thr.ee will meet at the o/iset of the 'Practicum to approve, 
the proposal explain standards and procedures r of evaluation, and agree 
on a mediator in the event mediation -should, become necessary. They will 
meet "on-site with the student for forjna'tive evaluation, at.^which time 
eac^i of the three will complete t a' copy of the attached Forjnative 
Evaluation frorm. Upon completion of* the practeisum , they will, convene for 
a final -meeting at which they wi*Ll review the student's activity log, r the 
xirfal report , and other matrerials" as appropriate before -completing ^ copy 
o£ the Summative Evaluation Form and, agreeiijg^upon a grade. *To 'assist 
this process ,^the proposal must contain a format ^or evaluation 'of each 
•objective. 'Criteria should be. described for measuring whether' the anti- , 
cipated butcome for each objective is aphieved. The proposal ^should also 
Specify, evaluation measures such as questionnaires on attitude , per formanc 
observations* etc., standardized . or specially developed t^ejp.ts'^ r'epprt^ on 
participation, behavior, < or performance , documentation of. attendance ait 
meetings, numbers "of .requests for information, material, or ag/sistance , 
and ofher measures to supplement and assist £he evaluation efforts of the* 
university supervisor and cooperating administrator. Thejproposed 
mediator should also 3je indicated. \ : 



Alt 



rov&ls 



The proposal should' bear the* attached cover sheet, "Practicum 'Proposal 
' Form 11 for signature by the parties -involved.^ Should proposal modifi- 
cations be suggested in the proposal hearing, the student is ^responsible 
for preparing a'n addendum to the proposal stipulating "such modifications. 
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Suffolk Qxiiversity 1 * 
DEPARTMENT OF EDUCATION ' , 1 

^SUPERVISOR/DIRECTOR PROGRAM • 
'COMPETENCIES MANDATED FOR CERTIFICATION 



\ 
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Attached are the specific competencies mandated in Section 7.04 (47) oi the , 
1979 edition of the Massachusetts Board of Education's Regulations for 'the x , , 
Certification of Educational Personnel . Core and program^ requirements ^in ** f \ 0 
the Supervisor/Director Program have been designed to address* these -compet- 
encies, and students must take care to design their Practi cum in Administration 



to address them. Al 

■ r ■ ?j 

(47) t Superyisor/Directqr 



(a)^ Requirements r „, ^ • * ^ 

1- possession 'of a Massachusetts teacher's certificate 
2.* three years of employment in the role aovered;by 
that certificate 



mdc cemiricate . \ \ s 

3.^ completion of 4 pre-practicum'^onsisifing of 24 semester 
hours of course wor>c 'and other, experiences on the gradjiate^. 
1 > level as defined by Standards I-V, beldw 
*• .- 4./ completion of a half pyacticum (15,0 clock hours) within 
one year, or an internship '(300 clock hours) within /two ■ j 
i^ears, judged successful on the bakis of the^ standards. * 
Th^ ,practicum pr Internship mu«*t include responsibility for * 
supervision or\ direction within the same area of education J 
(e.g*. , special education, elementary education, guidance, 
science) as the- candidate f s teacherjs certificate- 

' \ v 

(b) ^ Standard I . The effective ^director or supervisor .knows: , * 

1- " theories' of curriculum design and evaluation . f. 

\ 1 ' 2 * kkeo^isji and techniques^of ^supervision-- and -evaluation ,: 

•'1 of personnel H . % ^ 

3. organizational characteristics of schools and strategies 
for institutional change ! ^ ' ' , 

* . ^ "-4. theories ancb methods of staff / development .anci in-service 

education v / . 

5. sociology and philosophy of^ education 

6. Recent research iri methods of? teaching and learning 

* (c) Standard II . The effective adminlst^tor communicates 
clearly £nd .appropriately. To meet this standard, the candidate 
will demonstrate that he or she: " . * • \ ) 

- 4 < 1. presents "instructional -goals ancK^policies effectively 
S • to teachers, student^., parentss, and the community * 1 

2. .presents the needs and concern?; o£ teachers .and \ 
v students' to her administrators and t$ the communiity ' 

...... . . c 



■ • 'l 



, (d) Standard ill,. TheLef f ective administrator- sets goals, 
establishes priorities, allocates resources and facilitates th r e 
instructional process ifi response to '{he needs of learners, ' 

. teachers, ahd the* community. To' meet this standard, the 1 ■ 
candidate will demonstrate" that he or she: ' ' • ' 

1. .analyzes and defines the- educational 'needs of students 
teachers , 'and the community ( , ^ ' \ 

2. plans and implements programs responsive to these needsV) 
' ^locates resources equitably and efficiently ' ' 

' ^ T' ( .? C ! Ura ? eS staff - and immunity initiative *nd involvement „ 
in the, development of instructional programs ' v 

^5. coordinates related aspects 6$ inslSructional programs 

\ie) Standard IV The effective administrator uses the results of 
various evaluative procedures tp assess the effectiveness of 
Programs and personnel. To meet this standard, "the candidate " « 
•will demonstrate that he or she: 



,1. selects, uses, and interprets appropriate evaluation 
techniques ^and ^instruments ^ 
< , «2. uses tlie -result! of evaluation to .improve programs 
an£, the performance of personnel , \ 

• ~- 3 supervises staff, in an equitable, open, and" constructive, ' 

mariner ^ »/ • • . ' 

4. evaluates his oriher owij roie^eha^ a^d perform'apce 

' (5) Standard _V? " T he . effective administrator dea-ls in an equitable' 1 

■ and S tS V c e o and f esjSonsiv * *H r with .students, teachers, pSSS^*' 

• and ..the community. To meet this standard, the candidate will, 
demonstrate that he or she/:. . - 

1. actively promoted the principles ^of a democratic society * 

fosters a school -environment, favorable to openness of 
inquiry and devpi'd of "ridicule • _ ; , % ••» / 

; « t 3. accepts andl^spedfs individuall and group differences 

xn values, religion, race, language, and social background \ 

» . . • V' * 



\ 

/ 
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Suffolk University \ 

'DEPARTMENT OF EDUCATION ' ' 
SCHOOL PRINCIPAL PROdRAM^' (• 



COMPETENCIES MANDATED FOR CERTIFICATION 




hed-are the specific, competencies) mandated, N in Section*7.04 (48) of 
edition '.of the'Massachusetts Board of' Education 1 Regulations for 
fication' of Educational Personnel. Core and program requirements 



the' ' 
the • 



the 
and 
addrfe 



chool Principal Programjiave been designed to address these cdmpet 
tudents mustr take c&re"*ro design .their Practicun\ in Administration 
ss them. ' ~ v 

(48) School Prinicipal (N-6) (5-9) (9-12) 



encies 
to 



(a) Requirements * - 

1« possession of a Massachusetts classroom teaching certifies 
Z~- three years of employment in the role covered 'by that 

* certificate i ' ' ^ . 

3. completion Qfj'a, pre-jjracticum Consisting of 24 semester 

s* hours of courses^ and other experiences on the graduate level' 
0 -\^as defined by Standards I - V, fyeiow* 

• , 4-. completion of a half _ practician] (3J50 clock hours) within . 
one year, ( or an internship (300 clock hotlrs) .within two - 
years,, judged successful on the basis- of the standards 

(b) Standard I . The effective principal knows^ 

1 . theories of curriculum design ahd evaluation ^ . 

2. ' theories and techniques "of supervision .*ahd evaluation 
of personnel - ^ J- '. y ! 

3. v v ^school law, budgeting, -plant management 

/.4. Human relation's and community . educaj^rdn >* ' 

5 J sociology and philosophy of educa ft.on 

— organizational—characteristics' 1 of schools and a 

strategies, for institutional^ change % . * 

^(c) Standard^II . The ef f ective*'aamihis*:rator communicate^-", 
clearly'^nd -appropriately. To meet this standard, the candidate 
will; demonstrate that he or she: • t * N f 

f „1. presents instructional goals .and pplicies effectively 
to teacher's, students, .parents, and the community 
2. p^fesdhts the needs and concerns of teachers and* students 
to other administrators- and to tfi6 community 

(d) Standard III . The effective administrator ,sets goals , m 
establishes priorities, allocates resources and facilitates the /' 
instructional process -in response to the needs of 'learners, 
teachers, and the^copununity!; To ffie^t this standard," the l 
Candidate will deinbnstrate that' he or she; * ■ ^ 

l£ Analyzes and defines the educational needs of students, 
teachers, and the community , 



2. ( , pl-ans and implants programs responsive to these "* A 
needs ^ \ • 

► 3. allocates resoui^es equitably -and efficiently 

j 4. encourages staff and community "Initiative and- 
' involvement in the development ,of instructional programs ' 
•5. coordinates related^ aspects o£ instructional programs . 

(e) , Standard IV, , The' effective -admin isjtra tor uses the results 
of various evaluative procedures -to assess the effectiveness of 
programs and personnel, x to peet this -standard, the candidate' 
will demonstrate that he- or she: v > 

1. selects, uses,"- and interprets appropriate evaluation .'• 
techniques and. instruments " 1 ' 

2. 'uses the- results of evaluation to improve programs 
and the performance of personnel ' , > ■ 

, . 3. ' supervises staff in an equitable, open ,' and"' constructive 
• manner 

4". evaluates his-or her' own role, behavior and performance 

if) ^-Standard V. The_ Effective administrator deals in an equitabl 
sensitive, and responsive manner with students; teachers", parents ' 
and the community. To meet this standard, the candidate will ' 
demonstrate that he or. she: * , 

' 1 I' f tiv ely promotes the principles %£ a democratic society ' 

2. fosters a school environment favorable to openness of * 
inquiry and devoid of ridicule / ' 

3. accepts and respects 'individual" and group differences 

in values, religion, race, language, and social background ' 



Suffolk University -n 
PRACTICUM IN ADMINISTRATION > , 

PRACT-ICUM PROPOSAL FORM , j 



1. Proposal Title: 



2. Site: 



3/ Persons who will have primary responsibility for assisting in this 
practicum: , 



Name 



1 Affiliation Phone . 1 Function In Practicum 



4: Practicum begins on • and will end on : 

- J (date) * (date) 

5. jThe enclosed material is true and Complete to the best of my knowledge, 
3and represents adequately my • intentions in undertaking the practicunu 



(signed) 



6. The attach ed* proposal is accepted as a basis for undertaking the practicum 
(subject to modifications also attached) , . 



(signed) 



(university supervisor) 



(cooperating administrator) 



1 Q 



/ 



Suffolk University '~ 

* j * * 

PRACTICUM IN ADMINISTRATION 

' * ^ ' . ( '' 

FINAL REPORT INSTRUCTIONS 




•The final report 'on the practicum should explain the goals of • the project 
and demonstrate the way in which the objectives were/were not achieved. 
It should include the following parts: 

# 

1. Analysis of the Role 

Utilizing the previously prepared analysis of the organizational 
structure of the practicum setting this section should draw a 
synthetic picture of the unique characteristics and problems of 
the setting. 

2". Analysis of Activities »■ ' 

This section 'should comprise a brief but trenchant narrative of the 
progress~of /the practicum, including ^nalyais of critical incidents 
which arose, any modifications made in the plan, and a critical 
review of the administration of the project. ' » 

3. Assessment of Progress 

With reference to the background provided by the previous sections, 
this part of the report should examine the achievement of each 
competency. / Special care should be taken in this part of the report, 
and constant reference should be made , to the outcome of evaluation 
techniques'*saggested in the proposal. Items of evidence may be 
attached. as appendices. The log of activities should also be attached 
, as an appendix. . 

4. Cover Sheet 



The final report should bear the a.ttaghed cover sheet, a copy of 
which must be submitted to . the Bureau of Teacher Certification and 
Placement of the Massachusetts Department of Education by those 
applying for appropriate administrative certification. 
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tommon wealth of Massachusetts s << • * 

Department of Education 

BUREAU OF TEACHER ' PREPARATION CERTIFICATION AND PLACEMENT 

Prafcticum (or^Internshrig) Report 

This form is issued pursbant to regulations adopted under M.G.L. c. 71, 
s. 38G, and it or a form containing the same information must be completed 
and filed with the Bureau 1 by<sJLl applicants for certification except those 
who §re applying under the Interstate Agreement on the Certifications of 
Educational Personnel. 

PART I To be completed by the applicant (and/or college, supervisor) 

1. Name: -2. Soc. Sec. #: 1 

3. Address: 

4. College: * . t * ' 

5. Nature and length of three prepracticum field experiences: 



6. Practicum (or college-supervised internship) course number^ 
Course title: * * 

Number, of credits: 

When taken: * . * > 

(If this is a report on^ a locally supervised* internship , attach a copy 
of the Bureau's internship approval form instead of answering ' 
Question 6. ) , . • .... 

7. Practicum (or internship) site(s): 

8. Grade level (s) of 'students: x ■ 

9. Approximate number of clock hours ' spent observing : assisting: 

taking on full responsibilities of the role: — 

10. Other Massachusetts certificates or approvals held, if any; 



PART II To be completed by the college supervisor 
Name: Position: 

The applicant has completed a practicum or internship which has been 
designated by the college as partial preparation for the following 
certificate: 



PART III -To be completed by the cooperating practitioner (or. local evaluator) 

, 7 

Name: * „ ' Position: 

School system: Tenure status-: 

Massachusetts Certificate If: Field(s): 



LA 



PART IV. To be initialled as ' indicated (if lpcally sponsored 
| t internship, local evaluators should initial in place 
of college supervisor and cooperating practitioner) 

1. An initial meeting was held at which the standards knd the procedures 
for evaluation were explained to the applicant. 



Applicant: 



• College' Supervisor: 



Cooperating Practitoner: 



2, -A meeting was held midway through the practicum or internship at which 
the applicant's progress towards meeting the standards was discussed. 



Applicant : 



College Supervisor; 



Cooperating Practitioner:/ 



3. • A final meeting was held at which the evaluation of the applicant was 

explained and at which the applicant had ample opportunity to raise 

questions or objections. \ 

\ * 
... „ ^ t 

College Supervisor :X 



Applicant: 



Cooperating Practitioner: 



PART V 



To be cpmpleted^by the cooperating practitioner and/or college 
supervisor and/or local ^valuator (s) 



STANDARD I 



STANDARD II 



The ( applicant is knowledgeable in the field of certification 



Yes; 



No: 



The applicant communicates .clearly, understandably, ancj 
appropriately ** 



Yes: 



No: 



STANDARD 



III The applicant sets ^oals, establishes^riorites, allocates 
resources ■ and facilitates the instructional process in*, 
response to the., needs of learners^ teachers, and the community. 
" Yes: No: 



STANDARD IV 



STANDARD V 



The applicant uses the results of various evaluative procedures 
to assess the effectiveness of programs and personnel 



Yes: 



No : 



The applicant deals in ^n equitable, sensitive and responsive 
manner with students, 'teachers, parents, and the community 



Ye 



7 



No : 



Signed: 



5 0 



^Cooperating practitoner (or local evalua tor) 
^College supervisor Cor lbca^ evaluator) 



Mediator (if necessary: See Regulation 
7.02 (12)) ' / 



i . . .... . ••. ' 

Suffolk University 

Practicum in Administration • ' 
y . ' Supervisor/Director' Program 

GUIDELINES FOR COOPERATING ADMINISTRATORS ■ 
'A. Introducti on 

-<* ~ • - - V . , 

Trainees will engage in a program of field work and will 
work under the ^ joint direction of a cooperating administrator and 
a university supervisor. A detailed explanation of the expectations 
of the trainee and jfae rple of the 'cooperating administrator are 
discussed In the following sections. 

The development /of particular competencies through participation 
the program necessitates that certain opportunities and experiences 
be present. Because of the differences among schools "these opportu- 
nities and experiences will sometimes vary in degree from school to 
schools but every effort should be made to have trainees share as 
fully 1 in the available opportunities as possible. \ 

The dynamics of £he interpersonal relationship between the trainee and 
supervisor are factors which determine the richness, depth and breadth 
of the field-work' experience. As a result, the interpersonal dimension 
of the field work experience is one which must be carefully nourished 
and continuously assessed. 

v * t 

In order to provide for the development of competencies, the following 
list of experiences will be used as a guide for trainees, 4nd 
supervisors. 

i 

B. ' Competencies to be Developed by Trainees ' 

Standard I , The effective director or supervisor knows: 

1. theories of curriculum design and evaluation 

2. theories and techniques of supervision and evaluation 
of personnel - 1 t 

3. organizational characteristics of schools and 
strategies for institutional change 

4. theories and methods of staff development and in- 
service, education . ^ 

5. sociology and philosophy of education \ 

6. recent research in methods of teaching and learning 

Standard II . The effective administrator communicates clearly and 
•appropriately. To meet this standard, the candidate will demonstrate 
that he or she: 

1. presents instructional goals and policies effectively to 
teachers, students, parents, and^the community 

2. presents the needs and concerns of teachers and students 
to other administrators and to the community / t/ 
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Standard III . The effective administrate^- sets goals establishes 
priorities, allocates resources and facilitates the instructional (; J 
process in response to the needs of learners, teachers,, and the 
conttiunity. TCTmeet this standard, the candidate .will demonstrate 
' that he or she: ' 

1. analyzes and defines the • educational needs of students, teachers, 
and *the community v ' ' ' - 

2. -plans and implements programs responsive to these needs , 

*3., allocates resources equitably and efficiently ^ 

4. encourages staff and community initiative and involvement 
.in the development of instructional" programs'^ * • 

5. coordinates related aspects of instructional programs 

f » * " ... % > 

Standard IV . The effective administrator «jses the results" of various 
evaluative procedures to assess the effectiveness of programs and 
personnel. To meetr this standard , the candidate will demonstrated that 
he or she: <ft 

■ & * - V 

1. fleets, uses, and interprets appropriate evaluation techniques 
and instruments \ 

2. uses the ^results of evaluation to improve programs and the $U 
performance of personnel ' 

3. supervises staff in an e'quiftible, open', and constructive manner 

4. evaluates his or her own role , ^behavior and performance . . f 

Standard V . The effective administrator deals in an equitable, 
sensitive s and responsive manner with students, teachers parents, / 
an.d the community. To meet this standard, the candidate" will demon- 
strate that he "or she: ' ' fa 

1. ' actively promotes the principles of a democratic society ^ 

2. • fosters a school environment favorable to openness* of 
inquir»y and devoid of ridicule 

3. accepts and .respects individual and group differences in 
values, religion, race, language, and social background 

The Role of the Cooperating Administrator 

1 . " The challenge 

The cooperating Administrator has the major responsibility of 
making the field work program a good learning situation for the 
trainee. His/her commitment to the program and- interest in the, needs 
of the trainee can be. one of the chief factors in the effectiveness 
o*f the experience for both the trainee "and f&r the cooperating ^school : 
The cooperating. administrator becomes a member of the teaching team and 
shares crucially in thejinduction of the trainee into the profession. " 
The gra"de awarded the trainee for the practicum must be determined by 
agreement of the cooperative administrator and the university supervisor 
Should they fail to agpfee, a mediator must be consulted. • 

2. Personal relations with trainee 

Respect the personal integrity of the trainee. 

b. Accept the trainee both as a student and as a fellow f 
administrator. . 

c. Establish and maintain 7 informal', friendly working 
relations with the trainee. 

18 



&l Ehcourage the trainee to express hip/her own opinions and to • 
feel 'free to come to you .tdvdi^cu'ss problems. < 

e. * Encourage the trainee to makev his/her own decisions, based 

on defensible standards rather than asking you to make -a 
dfecision.^ ✓ 

f. Originate and suggest new ide^er without dominating the trainee's 
thought and action. ; * £| 

g: Take an empathicj interest in tfie trainee's personal, problems 
and be' i^actf >il and helpful in assisting him/her^ in the adjust- 
ment 'to par^son^l problems , responsibilities and limitations. 

Provision of opportunities for skill development 

a. Make a definite arrangement for the time, place and 
frequency of supervisory conferences. 

b. Develop a system of evaluation and share your judgments with 
your trainee to develop new ideas and, put them into practice. 

Q . Encourage your: trainee to develop new ideas and put them N into ' 
pr ac t ice . u. f 

d. Clarify the trainee's responsibilities and • privileges and 
give him/her security in knowing what is expected the first v 
day, the first week and periodically throughout the^assignmeri^. 

e. Clarify, the trainee's relationship to»the administration , \ 
teachers , pupils and parents, and give him/her an understanding 
of the proper channels of communication and ways of working.* 

f. Make a place for "the trainee in the professional life of the 
j " school staff. 

g. Develop a team relationship so that the trainee feels he/she j > 
is a* partner in. a going concern. 

-JjL Assist the trainee in developing a workplan W in arranging 
experiences throughout the school and community. 

i. • Assist -the trainee in securing opportunities to discuss 
professional matters' with 'other staff members. 

j. Refer. the trainee to sources of information and illustrative 1 
material. . / ^ * ' ' 

k. t Refrain fronv/dumping your own "busy work" x on the trainee. 



\ 

\ 
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- ^ Suffolk University 

Practicum in Administration 
School Principal .Program 

GUIDELINES FOR COOPERATING ADMINISTRATORS 

Introduction \) ' ' * « ' 

Trainees will erigage in a year long program of field work and will work 
under the joint 'direction of a cooperating administrator and>a university 
supervisor. A detailed explanation of the expectations of the trainee 
and the role of the cooperating administrator 'are discussed in the 
following sections. 

The development of particular competencies through participation in the 
program necessitates that certain opportunities and experiences be 
present. Because of the diff erences - among schools these- opportunities 
and experiences will sometimes vary in degree, from school to school, "but 
every effort should be made to have traineesSihare as fully in the avail- 
able opportunities as possible. 

The dynamics o^ the interpersonal relationship between the trainee and 
^supervisor hre factors which determine the richness, depth and breadth 
of the field work experience. As a result, the interpersonal dimension, . 
of the field work experience is one which must be carefully nourished 
and continuously assessed. . 

In order to provide for the development of competencies, the following 
list of experiences will be used as a guide for trainees, and supervisors. 

l - Competencies to be Developed by Trainees 

Standard I . .The effective principal knows: 

1. theories of curriculum design and ^valuation 

> 2. theories and techniques of supervision and evaluation of 
personnel 

3. school law, budgeting, plant management 

4. -human relations and community education gP 

1 5. sociology and philosophy of education / . 

•6. organizational characteristics of schools and ' 
^strategies for institutional change • ^ 

• \ ^ ■ . , ' y 

Standard II. Tfce effective ..administrator communicates clearly and 
appropriately. To meet this standard, the candidate will" demonstrate 
that he or whe : . . 

' l.\ presents instructional- goals and policies effectively to 
teachers, students, parents, and the community ' 

2, \ presents the needs and concerns of teachers and students' ■ 
to the community 7 

\ a / 
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Standard III* . The effective administrator sets goal^, establishes 
priorities, allocates resources and facilitates the ins true tip nail 
process \n response to the needs of learners', teachers, apd^iThe 
community. To meet, this standard; the candidate will^demonstrate 
that he or x she: ^ 
1. analyzes and jdefines the educational needs of students, : 
teachers, and the community \ 

2 f plans and implements programs r'esponsiv^'to these needs « S • 
3*-. allocates resources equitably and efficiently 

4. encourages staff and community initiative and involvement 
<in the development of instructional programs 1 

5. coordinates related aspects of instructional programs 
& 1 

Standard IV . The effective administrator uses the results- of various 
evaluative procedures to assess the effectiveness of 'pfograms and 
personnel^ To meet this standard, the . candidate will demonstrate that 
he or she: . , 

1. selects, uses, and interprets appropriate evaluation techniques, 
and Instruments 

•2. uses the results of evaluation to improve programs and the 
performance of personnel : ."•■/.,.-_ 

3. supervises staff in an equitable, open, and constructive* manner 

4. evaluates his or her % own role, behavior* and performance 

Standard V . The effective administrator deals in an equitable, 
sensitive and responsive manner with students, teachers, parents, and 
the community. To meet "this standard, the candidate will demonstrate 
that he or she: ^ A 

1. actively promotes the principles of a democratic society 

2. fosters a school environment favorable to openness of J 
inquiry and devoid of -ridicule^ ' 

3. - accepts and respects individual and group differences in values, . 
religion, race, language, and social background 

The Role* of the Cooperating Administrator 

* * 

1. .The challenge J 
-The cooperating administrator h^s the major responsibility of 

making the field work program a good learning situation for the 
trainee.. His/her commitment * to the program and inter est. in the needs < 
of the trainee can be one of the o^ief factors in the effectiveness 
of the experience for both the trainee arid for the cooperating school. 
The cooperating administrator becomes a member of the teaching team ' 
and shares crucially in the induction of the trainee into the profession. 
The *grade awarded the trainee for the practicum must be determined by 
agreement of the cooperative administrator and the ^university supervisor. 
Should they fail to agree, a mediator must be consulted. • •* 

2. Personal relations with trainee 

a. Respect the personal integrity of the trainee. 

b. Accept the trainee both as a student and** as a fellow administrator 

c. Establish and maintain informal, friendly working relations with 
the trainee. 



r 



it: . * \ « 
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Encourage the trainee t<3 express his/hpr ownvopinions an£ 
to feel free to com£ to yoii to discuss i 'oblems. d 
Encourage- the trainee to make f 'his/her own decisions, based on 
.defensible .standards rather than asking you to .make a decision. 



f. Originate, and' suggest new ideas "without dominating the traine^'s^ 
thought and action. v * ' * L 

g. . Tak^ an .empathic interest in the trainee's personal problems and* 

be tactful and helpful in assisting him/her in^ the adjustment 
to personal problems, responsibilities and limitations. 

\ - • , - 

Provision of opportunities for skill development K . . 

a. "Make a definite prrangefnent for the time, place and frfequenc^ 
<af supervisory conferences. ^/ 

b. Develop a- system of evaluation and share your judgments with . 
your trainee to develop new ideas and put them into practice. 

c. Encourage your trainee to develop new ideas and put them into 
practice. \ \ • 

d. Clarify the trainee's responsibilities and privileges an£ give 
him/her security in knowing what is expected the first day, the 
first week and periodically throughout the assignment. 

e. Clarify the trainee's relationship to the administration , 
teachers, pupils and parents, and give him/her an^iinder standing * 
of the proper channels of communication and ways of/ working. 

f. Make. a place for the trainee in the professional life of the 
school staff. • , 

g. x Develop a team relationship so that the trainee feels he/sije 
t 'is a partner in a going concern. ■ 

h. Assist the trainee in developing a workplan and in arranging 
^..experiences throughout' the community. * - 

i. Assist the trainee in securing opportunities to discuss pro'fes-C* 
sional matters with other staff\ members. 

j. . Refer the trainee to -sources of "Information and illustrative, 
material. 

k. Refrain from dumping your own "busy work" on the trainee. & " ■ 
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J / SUFFOLK UNIVERSITY \ 
DEPARTMENT -OF EDUCATION % 
. SUPERVISOR/DIRECTOR PROGRAM | 

># ERACTICUM 'IN ADMINISTRATION EVALUATION t FORM* 



i • 



' - ^ A 



Name 



Practicum Loosfbion ^ 



\ 



Cooperating Administrator 
University Supervisor' J 



This instrument is) designed to assess the achievement by the student* of the 
competencies lisfcted in Section' 7.04 (47) of the 1979 edition of the 
Massachusetts Board of Education's "Relations for the Certification qf 
Education^/ Personnel. " Students ar.e expected to utilize this £ orm for a 
se.lf-evaluationf leading to professional improvement; the university super- 
visor and cooperating administrators will , use it to record their estimate of 
the student's professional competence. 

Rating Scale: 5 - demonstrates a high degree of competence / 
> 4 - performing competently . * . 

- an adequate beginning 
2 -"experiencing difficulty 0 „ 

1 - not evident ? 

Standard I ; The effective director or supervisor' knows : , 1 N 



% . ■■ - * 

1. theories of curriculum design and evalu- 
. ation w 
'2. theories and techniques of supervision 
and evaluation v of personnel 

3. ' organizational characteristics of schools 1 " ~ 

and strategies for institutional change \ 

4. theories and methods of staff development ~ 
and in-service education 

5. sociology and philosophy of ~T~ 
& educatfoji ' 

6. recent research in methods of teaching — 
and learning 



4 



J 
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"Standard II : The effective administrator communicates clearly and 
appropriately. To meet this standard, the candidate will, demonstrate 



^ that he^or she: 



presents Instructional goals and policies 
'effectively to. teachers, students/ par- 
ents h and the community % J 
presents the ne^eds and concerns of 
teachers and students to other adminis- 
trators and -to the community 



Standard III : The effective administrator sets goals, establishes priorities 
allocates resources and facilitates* the instructional . process in response to 
the needs of learners, teacherfe , . and the community. To meet this staihdard , 
the candidate will demonstrate that- he or she: 



1. analyzes and defines the educational, needs 
of students, .teachers, and the community m . 

2. plans and implements programs responsive 
to those- needs 

3- allocates resources equitably and effi- 
ciently . ^ 

4. 'encourages staff and community initiative and 
involvement in the development of instructional 
programs 



Standard IV : The effective administrator uses the results Of various 
evaluative procedures to assess the effectiveness of programs and personnels 
To meet this standard, the candidate will demonstrate that he or she:. 



2. 



selects, Sses, and interprets appropriate 
evaluation techniques and instruments 
"uses the results of evaluation to improve 
programs and the performance of personnel 



3. supervises staff in an equitable, dpen , 
and constructive manner / '■ 

4. evaluates his or her own role, behayior 
and performance; „-_. .... / 
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Standard V ; The effective administrator deals irf an equitable, sensit_ 
and. responsive manner with students /teachers/ 1 parents, and the community 
To meet thi<Kstandard , the candidate will demonstrate, that he or she: 



f ' -5 '4 



^1. • actively promotes the principles of a 
democratic society * ' 1 , 

2. ^fosters a school environment / favorable 
to, openness of inquiry and devoid of 
\ridicule . * , 

3 \Vccepts and respedts individual and 
. J group .differences in values, religion, 
race, language, and spcial background 

j ... 

• - ■ ? 

'Specaal strengths of student': * 











m 












( 4 * • ,' 






t 




\ 
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Suggestions 'for improvement; 



V 



T r- 



Grade for Practicum: : 



University Supervisor 



Cooperating Administrator' 



Date 



Date 
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Suffolk University 
Department of Education 

SCHOOL PRINCIPAL PROGRAM 

PRACTICUM IN ADMINISTRATION EVALUATION ' FORM 



Name 



Practicum Location 



Cooperating Administrator 
University Supervisor 



This instrument is designed to assess the. achievement by the student oi 
competencies listed in Section 1\ 04 (48) of the 1979 edition of the Mas 



3f the 
issachu- 

setts Board of .Education 1 s "Regulations for the Certification of Educational 
Personnel." Student's are expected to utilize this form for 'self-evaluation 
leading to professional improvement; the university supervisor and co- 
operating administrator will use it to record their estimate of the student's 
professional competence. \ 

Rating scale: 5 - demonstrates a high degree of competence ) 
4 - performing competently 
• 3 - an adequate beginning 
2 - experiencing difficulty 
1 - not evident 

Standard I : The ef f ective "principal knows: . 



1. theories of curriculum design and 
evaluation 

2. theories and techniques of supervision 
and evaluation of personnel 

3. school law, budgeting, , plant 
• management ' 

4. human relations and community 
education / 

5. sociology and philosophy of 
, 'education 

6. organizational characteristics of schools 
apd strategies for institutional change 
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Standard II : The effective administrator communicates clearly and 
appropriately. To meet this standard, the candidate will demonstrate that 
he or she: 

5 4 3 2 1 



1. presents instructional goals and policies 
effectively- to teachers, students, par- 
ents, and the community • 

2. presents the needs and concerns of 
teachers and students to other adminis- 
trators ^and to the community - 

Standard III : The effective administrator sets go?.^s, establishes 
priorities, allocates resources and facilitates the instructional process , 
in response to the needs of learners, teachers, and the community. To 
meet this standard, the candidate will .demonstrate that he or. she: 

_. . ... ' . -5 - ---- 4 3 2 1 ) 



1. analyzes and defines the educational 
needs of students, teachers, and the 

community 

2. plans and implements programs responsive 

to those needs 

3. allocates resources equitably and 

efficiently 

4. encourages staff and community initiative 
and involvement .in the development of 

instructional programs , 

5. coordinates related aspects of instruc- 
tional, programs . 

Standard IV : The effective administrator uses the results of various 
evaluative procedures to assess' the effectiveness of programs and personnel 
To meet this standard, the candidate will demonstrate that he or she: 

,5 4 3 2 1 



1. selects, uses, and interprets appropriate 
evaluation techniques and instruments 

2. uses the results of evaluation to improve 
programs and, the performance of personnel 

3. supervises staff in an equitable, open 
and constructive manner 

4. evaluates his or her~ own role, behavior 
and performance 
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Standard V : The effective administrator deals in an equitable, .sensitive 
and responsive manner with students, teachers, parents, and the community. 
To meet this standard, the candidate will demonstrate that he or she: - 



5 4 3 2 1 

/ 

7 : — 

1. actively promotes the principles of a 
democratic society 

2. fosters a school environment favorable ~~ 
to. openness of inquiry and devoid of 
ridicule 

3. accepts and respects' individual and 
group differences in values, religion, 
race, language, and social background 



Special strengths of student: 



/ 

I 
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Suggestions for improvement:- 



Gradq for Practicum: 



University Supervisor 



/ 



Cooperating Administrator 



Date 



Date 



0 

ERIC 
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SUFFOLK UNIVERSITY 
ADMINISTRATION AND SUPERVISION PROGRAMS 

f 

QUESTIONNAIRE FOR COOPERATING ADMINISTRATORS 



Name : 
School: > 



Please identify the areas in which you think your Suffolk University 
administration trainee was well prepared :- 



Pleaso identify the area's in which you, think your Suffolk University 
administration trainee was not well prepared: 



Please make additional comments and suggestions as appropriate: 



Please return to: Dr= Joseph M. McCarthy, Director 

Administration & Supervision Programs 
Suffolk University • 
Beacon Hill, Boston, MA 02114 



